Project Name

Meeting Participants & Role Definition Matrix

	#
	Role
	Role Definition
	“X” = should be invited to take part in meeting
	Name of Potential Participant(s)

	1
	Facilitator
	Enables and guides the team toward achieving the objectives and completing specific project deliverables
	
	

	2
	Executive(s)
	Sponsors and oversees the finances for the project which will have impacts to their span of control
	
	

	3
	Project Sponsor(s)
	Sponsors and/or pays for the project – may be an advisory role 
	
	

	4
	Project Manager
	Responsible for managing the project effort
	
	

	5
	Product Manager
	Responsible for the new or enhanced product that will be launched 
	
	

	6
	Line of Business Stakeholder(s)
	Person(s) whose line of business will be impacted by the project
	
	

	7
	Subject Matter Expert(s)
	Representatives from business, technology, or project areas that have expertise about the subject matter and whose areas will be impacted by the project
	
	

	8
	Technology Representative(s)
	Person(s) representing technology from a project, application, and infrastructure standpoint that will be impacted by the project
	
	

	9
	Quality Professional
	Six Sigma Black Belt, Green Belt, CQM or other quality advisor
	
	

	10
	Sub-Team Owners
	Person(s) responsible for individual work groups such as : communication, testing, training, implementation, etc.
	
	

	11
	Testing Representative(s)
	Person(s) responsible for all testing activities related to the project effort
	
	

	12
	Marketing Representative(s)
	Person(s) representing the marketing area
	
	

	13
	Legal Representative(s)
	Person(s) representing the legal area to ensure that the project activities are within the laws that govern the effort
	
	

	14
	Compliance Representative(s)
	Person(s) responsible for ensuring that all project activities are compliant with the guidelines of the organization, local, state, federal, global or association rules and regulations
	
	

	15
	Project Management Office  (PMO) Representative(s)
	Person(s) responsible for ensuring that project deliverables and processes follow the organization project standards
	
	

	16
	Others…
	
	
	


Instructional Notes:  
Use the Meeting Participants & Role Definition Matrix to assist in the meeting planning discussions.  You can use this list for several valuable purposes:

· Use it as a double check to ensure all necessary roles have been identified
· Use it to identify any missing roles that may be unique to this particular project effort
· Use it to identify specific names of individuals that are to be invited to the meeting once the necessary roles have been determined
· Use it as a check list for sending out meeting invitations
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